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PURPOSE: To set forth the responsibilities and duties of supervisors within the Portsmouth 
Police Department. 


POLICY: The Portsmouth Police Department will ensure that every employee is familiar with 
command and control plans that relate to any function the employee might be called upon to 
perform, or any function that might relate to his or her performance and future duties. 
PROCEDURE: 


l. Definitions: The following terminology shall be used in describing the levels of supervision 
within the department: 


A. “Line Officers” describes any officer with the rank of Sergeant and above. 


B. “Commanding Officer” describes an employee in charge of division, bureau, or 
equivalent office or unit of the department. 


C. “Field Commander” describes an officer who takes command of an emergency situation 
or who is in command of field details at planned special events. A Field Commander 
may establish a field command post. 


D. “Supervisor” describes an employee whose duties include supervision of personnel 
assigned to a section or unit. 


E. “Rank” means same job classification title, i.e. Patrol Officer, Sergeant, etc. 
ll. Assumption of Command 
A. In the absence of the Chief of Police, the Assistant Chief of Police, and/or a Command 
Officer appointed by the Chief of Police, the highest ranking available officer will assume 


command of the department. (12.1.2 a) 


B. Assumption of command of a given situation will be based on the following hierarchy in 
normal day to day operations: (12.1.2 d) 


1. senior in rank 


2. seniority within equal ranks 
3. equal or junior in rank if the officer in charge is unable to perform his or her duties. 
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C. In addition, an officer, regardless of rank, shall assume command of an exceptional 
situation when so instructed by an officer of superior rank then in command or when the 
situation requires it. (12.1.2 b) 


D. The on-duty Shift Commander has the responsibility for command, however the 
command of an operation can be delegated to the division or function that initiated the 
operation. (12.1.2 c) 


E. Recognition of Command: In the normal performance of routine duties, or at the scene 
of a police problem, all officers shall recognize and respect the position of the officer in 
charge by effectively and efficiently carrying out all lawful orders that may be issued by 
the commanding authority. 


F. Retention of Command: The officer in charge of a situation shall remain in charge until 
he or she feels the officer/investigator who is assuming follow-up investigative 
responsibility can adequately handle the situation. 


G. Line and Functional Supervision: A supervisor who has the specific responsibility of 
issuing directions and orders to designated subordinates shall be considered as having 
the duty of line supervisor and shall be held accountable for subordinates’ conformance 
with the directions and orders that he or she issues. 


H. General Supervisory Duties 


1. 


Each supervisor within the police department is granted the necessary authority to 
execute the responsibilities and duties of their assignment. (11.3.1 a) 


. Accountability for the use of delegated authority belongs to each employee. (11.3.1 b) 


A supervisor is responsible for the performance of general supervisory duties, in 
addition to having the technical skills and knowledge necessary to the performance of 
the duties particular to his or her specific assignment. This includes exercising sound 
judgment, modeling leadership, conflict resolution, problem solving and decision- 
making skills. 


A supervisor shall initiate, receive, consider and follow-up on proposals for changes in 
policy and/or procedures in accordance with ORG-05, Written Directives System. 


A supervisor shall familiarize himself or herself with contents of department manuals, 
procedural orders and instructions, directives, and police bulletins, and shall 
disseminate such information to his or her subordinates. Information shall be 
disseminated in such a manner as to achieve departmental objectives. 


A supervisor shall organize his or her own work and that of subordinates to ensure the 
adoption and practice of the best principles and procedures to meet current, unusual, 
and changing conditions. 
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T. 


8. 


A supervisor shall acquaint himself or herself with the duties and responsibilities of 
other supervisory positions that, in the normal course of operations, he or she may 
have to discharge. 


A supervisor shall be familiar with the role of the department and with his or her own 
responsibilities and duties, and shall maintain plans for activities in the event of a 
major disaster or the activation of civil defense plans. 


|. Supervisory Command and Coordination 


1. 


Delegation of Duties: A supervisor may delegate to subordinates appropriate portions 
of his or her responsibilities, together with commensurate authority; but may not 
delegate or relinquish overall responsibility, nor any portion of his or her accountability. 


Directions of Subordinates: A supervisor shall exercise the control over his or her 
subordinates necessary to accomplish departmental objectives. The supervisor shall 
analyze and evaluate the personality, temperament, traits, and capabilities of each 
subordinate in order to realize from every employee the maximum degree of service 
commensurate with their abilities and limitations. 


Training of Subordinates: Training shall be considered the process of aiding 
employees to gain effectiveness in their present or future assignments through the 
development of appropriate habits of thought, action, skill, knowledge, and attitude. 
Emphasis shall be placed on respect for the personality and human dignity of each 
employee, in order to allow maximum development of his or her natural capacity. The 
supervisor shall give appropriate advice and personal instruction to immediate 
subordinates for the development of administrative and supervisory skills. 


Guidance of Subordinates: A supervisor shall take a personal interest in the welfare 
and problems of subordinates and shall make himself or herself available to 
employees seeking guidance and counseling. 


Clarity of Communications: The supervisor will foster open communication, and will 
strive to ensure the clarity and accuracy of pertinent departmental information. 
Supervisors will hold regularly scheduled meetings with their subordinates to facilitate 
the flow of communication and the exchange of clear and accurate information. 


Supervisors and all employees will endeavor to communicate, coordinate and 
cooperate in all endeavors of the Department. Members will strive to keep each other 
informed and advised of investigations, information and operations insofar as possible 
without comprising any investigation or operation. This is accomplished by staff 
meetings, individual meetings, emails and/or memorandums, attending shift briefings 
and/or other division or unit meetings. (12.1.4) 


J. Supervisory Controls 


1. 


Performance Evaluations: A supervisor shall be responsible for the appraisal and 
analysis of the work accomplishment of subordinates coming within the scope of his or 
her supervision. Such evaluation shall be based on continuous observation and 
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inspection and shall consider personal traits when they affect job performance, as well 
as duty requirements. 


2. Supervisory Reports: Supervisory reports shall be made in a prompt and effective 
manner. All pertinent facts shall be incorporated, and the welfare of the department 
shall be of primary consideration. Supervisors shall reflect the feelings of 
subordinates to supervisors by permitting information to flow up, as well as down, the 
channels of authority. 


3. Techniques of Supervision: A supervisor must frequently command the actions of 
subordinates by orders and directions in order to carry out proper police operations. 
This must be done firmly and effectively, and is essential to the control of the most 
critical police situations. A supervisor shall make use of positive disciplinary 
techniques, such as the following, to promote satisfactory supervisor-subordinate 
relationships: 


a. Inspiration: The ideals and objectives of public service in the police field shall be 
developed and exemplified by the conduct and actions of supervisory members of 
the department. 


b. Explanation: Supervisors shall adopt an attitude of guiding employees by sound 
logic and clear thinking, rather than by arbitrary orders and commands, and shall 
strive for willing response and cooperation from subordinates. 


c. Encouragement: Supervisors shall be aware that recognition of good work is an 
indispensable need in the employee’s relationship with the department and shall 
make certain that meritorious acts and accomplishments are rewarded, either by 
personal encouragement and praise, or by formal commendation. 


d. Disciplinary Actions: The supervisor will exhaust positive disciplinary means to 
correct a problem prior to taking negative disciplinary action. 


APPROVED: 


Edward G. is, Chief of Police 


ADM-08 Responsibilities and Duties of Supervisors (01.23.12) Page 4 of 4 


